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“SPRING CLEANING” FOR CC:MAIL UNDERWAY

The Microcomputer/LAN Support Team recently announced that the Institute’s cc:mail post offices are
reaching critical size, and accordingly, are threatening their performance, efficiency and are at risk of
corruption. For this reason, it is imperative that all staff members check the documents in their cc:mail folders
and then archive needed documents and delete unneeded documents. Archiving instructions can be found on
the cc:mail bulletin board under “Frequently Asked Questions.” In addition, staff members are advised to
check their LAN directories and delete old documents that are no longer needed—doing so will guarantee
optimal system performance.

To address the critical size issue, starting May 1, 1999, the cc:mail maintenance procedures will be adjusted
as follows:
•
•
•

Messages in the In-Box older than 30 days will be deleted (currently, messages older than 45 days are
deleted).
Messages in the Message Log older than 15 days will be deleted (currently, messages older than 30 days
are deleted).
Post office maintenance will run twice a week to insure performance stability.

PROCEDURES TO FOLLOW FOR CAR SERVICE IN NY & NJ OFFICES

The following is a reminder from the Meetings & Travel Team for all AICPA Team members who work in
the NJ or NY offices: Garden State Limousine Service is the vendor AICPA Team members should use when
authorized to travel via car service. (For information regarding authorized use, please refer to the
Administrative Policy Section 19.19 on Radio Cabs for more detailed information). When calling Garden
State Limousine Service for reservations (1-800-451-7554), it is important to provide an authorized voucher
number. In addition, all staff must provide their correct team number (i.e., “Team 013”). Please do not omit
the “0” in the team number when providing this information.

When filling out a car voucher, please include the passenger name, team number (i.e., “Team 013”),
authorization signature (Manager/Director), and usage (i.e., Airport, Worked Late or Other {Client Meeting,
Sick}). This information is very important as it helps ensure accuracy in billing.

If additional vouchers are needed, or you have any questions regarding AICPA car service, please contact in
NJ: Theresa Dillon at x3107 or John Torrillo at x3167, or in NY: Doris Lemaire at x6240. There is no car
service for the DC office area, however, this information applies to those DC office Team members who are
visiting the NJ or NY offices. For information and vouchers in DC, please contact Ela Work at x4260.

“AICPA MEETING TODAY’S CHALLENGES, EXCEEDING TOMORROW’S EXPECTATIONS”

MORE SELF-DIRECTED STUDY SUCCESS STORIES

Two more employees successfully completed the Business Competencies Self-Directed Study modules
this week. Gary Freundlich, Practice Monitoring, completed Customer Service Orientation (that’s five
for Gary!) and Andrei Griffin, Member Satisfaction-Dues Processing, completed Business
Mindedness. Find out how easy it is to learn at your own pace by ordering a self-directed study module
today. Just choose the module you want from the 1998-1999 Staff Training Catalog - pages 3-5,
complete the order form on page 31, and fax the form to Crisp Publishing. The material will be sent
directly to you. Upon successful completion of the module you will receive a certificate of merit.
Additional copies of the Staff Training Catalog can be found in Human Resources.

MAY/JUNE TRAINING UPDATE

Below is an update of the available training classes at the AICPA. All training classes below are held in the
Harborside office, unless otherwise noted. To register, please e-mail your training request to the Human
Resources e-mail box (NOT #Human Resources). Please include yourfour-digit employee ID# (very
important). You will receive a pink-colored confirmation through inter-office mail, which will provide class
location information. Course descriptions can be found in the August 1998-July 1999 Staff Training Catalog
and on VIC.

Class Name

INDIVIDUAL DEVELOPMENT:
Date

Proactive Listening
Personal Strategies for Navigating Change
Giving and Receiving Feedback
FULL Presenting to Groups
Giving Recognition
First Aid/CPR
Service Strategies for a Nanosecond World
WorkPower (Career Management)
Handling Emotions Under Pressure

Class Name

LEADERSHIP/MANAGEMENT DEVELOPMENT:
Date

Making the Most of Team Differences
Forward Thinking
FULL Leading at the Institute

Class Name

5/4
5/18
6/1
6/10 & 11
6/15
6/16
6/17
6/23
6/29

5/3
5/11
6/2 & 3

HUMAN RESOURCE DEVELOPMENT:
Date

Legal Issues for Managers (Required for all staff that
supervises others.)
Sexual Harassment/Legal Issues for Non-Supervisory Staff
Avoiding Sexual Harassment for Managers

Time

9am - 1pm
9am - 1pm
9am - 1pm
9am—5pm
9am - 1pm
9:30am- 5pm
9am - 1pm
9am - 5pm
9am - 1pm

Time

1pm - 5pm
1pm - 5pm
9am—5pm

Time

5/27

9am - 1pm

6/14
6/14

9am - 1pm
1pm - 5pm

APRIL WORK REPORT REMINDER

April monthly work reports are due to Financial Analysis and Budget
(Team #041) no later than Wednesday, May 5, 1999.

WARMING UP FOR THE CORPORATE CHALLENGE

As noted in the March 30, 1999 (Edition 106) issue ofFastFact, the AICPA will
participate in two Corporate Challenge runs this year. Each run is 3½ miles in length
and will take place in Central Park. For each, the Men’s race begins at 7:00pm and the
Women’s at 7:30pm. A second Men’s race for those who run slower than a 12 minute
mile begins at 8pm.

Race #1 takes place on Wednesday, May 5 (the application deadline was April 12). Race #2 takes place on
Wednesday, June 23 and the application deadline is Monday, May 3. Applications are available via Tracey
Argenzio in NY or in NJ via Fredda Gordon of the Creative Services Team. For more information, contact
Fredda at x3511.

ISO 9001 RECERTIFICATION AUDIT COMING NEXT MONTH

Please mark the following dates on your calendars for the ISO 9001 recertification audit:
OFFICE

DATE

New Jersey
DC
New York

May 17 & 18
May 19
May 20 & 21

Bureau Veritas Quality International will be the Institute’s registrar and will be performing the surveillance
audit this year. To review the important factors of ISO 9001, please take a moment to revisit:

1. Your Team’s ISO 9001 Procedures, taking special note of any updates and changes.
2. The AICPA Quality Manual, which can be found on the cc:mail Bulletin Board under
“ISO 9001.”
3. The AICPA Quality Policy Statement: “AICPA: Meeting Today’s Challenges. Exceeding
Tomorrow’s Expectations.”

OUR QUALITY POLICY STATEMENT IS:
“AICPA: MEETING TODAY'S CHALLENGES. EXCEEDING TOMORROW'S EXPECTATIONS”

TIPS FOR PERFORMANCE MANAGEMENT—LEADING AND MANAGING CHANGE

Below is the seventh and final article in the FastFact series providing tips for performance management
on the AICPA Competencies.
Coupled with Accountabilities & Objectives, Cross-Functional Team participation, and the Training and
Development Plan, each AICPA team member is evaluated on all seven AICPA Business Competencies.
COMPETENCIES are defined as a collection of skills, knowledge and personal attributes that affect how
people do what they do.

When evaluating the AICPA Business Competencies, comments regarding performance should provide
detailed descriptions of how the employee demonstrated the competency in relation to his or her job. The
description may show that the employee has a good understanding of the competency—or it may show
that development is needed.

The following performance characteristics offer some guidelines as to how an individual may have
demonstrated the LEADING AND MANAGING CHANGE competency. These examples relate to
different levels of jobs and are for illustrative purposes only.
LEADING AND MANAGING CHANGE can be described as: Accepts change as a constant condition;

persuades others of the need for, and importance of change; assists others in recognizing and
understanding the impact of worldwide economic, political and social changes on the AICPA; generates
or champions creative ideas, innovative approaches and new technology applications for the AICPA’s
success; visualizes and articulates how work will be done differently in the future; helps others adapt to
and perform effectively in a changing environment; challenges the status quo.
Examples of having an understanding of the Leading And Managing Change Competency:

■
■
■
■
■

Contributes and leads others in developing innovative and creative solutions to achieve the
Institute’s strategic plan.
Recommends processes for continuous improvement reviews.
Champions creative thinking and calculated risk.
Openly experiments with new technology applications.
Solicits ideas from diverse sources; shows flexibility and agility in adopting ideas of others.

Examples of needing development or understanding of the Leading And Managing Change
Competency:

■
■
■
■
■

Resists change; extols the virtues of the status quo.
Needs guidance in identifying the processes needed to support change initiatives.
Does not encourage creative thinking and risk taking.
When directed to, accepts technological changes.
Rigid in how he/she sees ideas.

Below provides an index of where you can find all seven articles in the “Tips For Performance Management—
AICPA Competencies” series:
COMPETENCY
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Commitment To Quality
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